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Topic 1  Logging In 
 
 
1.  Open the Provider Claim Processing Interim (PCPI) home page.  You can go to the DMRS home 

page at http://state.tn.us/dmrs/ under “DMRS Web Applications” to get the PCPI page.  After 
clicking on “DMRS Web Applications” click on the PCPI link.  Updates to the manual and 
important notices will appear under this link so it is best if you access the site through the state 
home page. You can go to the page directly at: https://dmrswebprod.state.tn.us/ddpc/login.aspx .   
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2. Enter your PCPI user ID and Password into the appropriate fields of the login box and press the 

“Login” button.  The initial ID and Password will be obtained by filling out a form provided by your 
DMRS Regional Office. Please note that all characters in your Login ID and Password must be 
CAPS, and your password has a ten (10) character limit. 
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3. After entering your user ID and password, a menu on the screen pictured below will appear. 
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Topic 2  Current Billing  
 
 

1. Click the “Current Billing” button on the PCPI menu if you are billing for the current month 
identified previously (see previous page). 

 

 
 

2. An alphabetical list of service recipient names and social security numbers will be displayed.  The 
service provided for the recipient will be listed under the service column.  (To locate a specific 
recipient, use the filter or search box to type in the recipient’s name or social security number.  
Using the search box would be preferred to help speed up the search.) 

 

 

Final
 
 

BO
CH
B            BILLY       123-45-6789 
EESE     SWISS       123-45-6789 

JEANS        BLUE         123-45-6789 
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3. Select a recipient’s name from the list by pressing the “View” button under the “Calendar” column 
beside the recipient’s name. 

 
 
4. A calendar for the recipient will be displayed for the service that you selected.  

 
 

   

 

 
5. Enter the billing data.  If the information has been entered previously for this service and it needs to 

be changed, simply enter the correct information in the appropriate days.  During the current billing 
period, you may go back and change the billing information whenever you need to.  The usual 
billing period lasts from around the 5th of the month until around the 15th of the month. 

 
6. For the services that are billed by the hour, partial units may be entered.  These will be accumulated 

and added to the total.  Payment will be made based on total full hours for the approved period.  
Also, for services that are billed monthly, choose only one day on the calendar.  It is recommended 
that you bill for a monthly service on the same day every time, such as the first day of billing for the 
month to keep consistent. 

 
7. Use the “Tab” button on your keyboard to move to the next input field.  DO NOT use the “Enter” 

button. 
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8. When you are finished entering all of the billing data, press the submit button at the bottom of the 
screen. 

 

 
 

9. If a “Maximum Exceeded Message” appears, more units have been billed than the cost plan or 
service definition allows.  This message will appear if the daily or monthly maximum is exceeded.  
Correct the units that have the message displayed above them in the input box and press “Submit”. 

 

 
 
10. If no message appears, PCPI will save the record.  To go to another recipient, use the back button or 

click on “Current Billing” on the PCPI menu. 
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Topic 3  Current Billing Additions 
 
1. Click the “Additions” button on the PCPI menu to add a service if you have a signed service plan for 

the current month only but the cost plan does not show up on the current billing list for the recipient. 
 

 
 
 
2. A social security number search box will be displayed.  Type in the recipient’s social security 

number into the search box and press the “Search” button.  (Remember to add dashes). 
 

 
 
 
 
 
 
 
 
 
 
3. A page will be displayed with the recipient’s information. 
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4. Press the “Click here to select service recipient for Additional Billing” button to select a cost plan 

for the addition. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
5. A list of services will appear for the recipient.  Choose which service to add by clicking the service 

code number beside the name of the service or by typing in the service code in the “Service Code” 
text box and pressing the “Search” button.  (Knowing the service code would be more efficient than 

Finaltraining3.doc                                                       Last Updated: 8/16/2005 10



PROVIDER CLAIM PROCESSING INTERIM 
Training Manual  

Prepared by:  Division of Mental Retardation 
 

searching through the many pages of services.)  If two services are shown after searching and a Q is 
listed after one of the services, that indicates the Arlington Waver. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
6. You must select a site code from the drop down list, then press the “Generate Billing Addition 

Calendar” to add the service to the recipient’s service list. 
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7. PCPI will add the record to the recipient’s service list and you may view and add billing to the 

calendar (refer to current billing instructions). 
 

123-45-6789 
CHEESE 
SWISS 
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Topic 4  Late Billing / Adjustments 
 
Late Billing and Adjustments will continue to be done by completing an old paper adjustments 
form, including a paper calendar.  DO NOT use PCPI to send Late Billing or Adjustments.  You 
will submit these calendars in the mail like usual.  Submit these forms as soon as available and in 
as much advance of the current billing due date as possible. 
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Topic 5  Print Report 

 
 

1. To print a report, go to the calendar or other report that you want to print and press the “PRINT” 
button on the PCPI menu. 

 

 
 
 
2. Press the “Print” button again on the next screen and the report will be printed to the default printer 

and the print will look exactly like the screen. 
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 Topic 6 Manager Instructions 
 

1. Log into the PCPI system with you user ID and password. 
 
2. Click on the “User Access” button on the PCPI menu. 

 

 
 
3. The screen below will appear.  To add a user, enter the user’s new ID and password into the 

appropriate fields and press the submit button at the bottom of the screen.  You must also select a 
status of the user under the “Access Group” column. To stay consistent, set the user’s ID as the 
email and initial password as LETMEIN.  There should only be one manager per agency.   
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4. To change a user’s password or ID, simply change the information in the appropriate fields to the 
new user ID or password. 

 
5. For security reasons, not everyone in an agency should have access to the PCPI billing program.  

Think of the program as your checkbook and how many people you want to have access to it.  
Also, if you have more than one person doing the billing, one suggestion is to split the alphabet of 
names with one person having the first half and another person having the second half.  Do not 
post you user ID and password on boards or on notes on you desk.  Keep this information 
confidential.  If the agency’s manager changes, please notify your Regional Office. 

 
6. To inactivate users, simply click the radio button NO under the “Active” column and press the 

submit button. 
 

 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
Topic 7     Monthly Summary Report 
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1. Click on the “Monthly Report” on the PCPI menu. 

 

 
 

2. The screen below will be displayed.  There are tips on the right side of the page in a yellow box 
for better and more efficient searches. 
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3. You must select a posting month to view and you will only see the billing information for that 
month.  After selecting the posting month, you may fill in any of the fields to search by.  You can 
search by one of the filters. After filling in the search boxes, and clicking the “Preview Report” 
button, the list of service recipients that you searched for will be displayed. 

 

 

 
 
 

CENSORED 

 
4. You may sort the report by any of the underlined headings at the top of the summary report by 

clicking on the heading.  You can sort by Service Month, Last Name, First Name, Social Security 
Number, Service Code, Service, Rate, or Units. 

 
5. To print the report, simply press the print button on the left hand side of the summary report. 
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